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See  Yourself  as  Others  See  You 


Personal  appearance  ranks  high  as  one  of  the  ten  qualities 
essential  to  an  office  woman's  success,  according  to  a  survey 
of  Readers'  Panel  members.  (Loyalty,  personality,  and  willingness 
were  the  top  three.) 

This  quality  is  not  as  frivolous  as  it  may  seem  on  the  surface; 
there  are  practical  reasons  for  looking  your  best.  These  range 
from  the  assurance  that  comes  from  knowing  you  are  well  groomed 
and  well  dressed  to  that  all-important  impression  on  other  people. 
As  one  panelist  pointed  out,  "A  woman  must  look  like  a  woman, 
not  like  some  beatnik  .  .  .  She  must  be  neat  and  clean,  because 
the  appearance  of  the  women  employees  gives  the  customers 
their  first  impressions  of  that  company." 

Even  if  an  office  woman  has  no  contact  with  the  public,  her 
appearance  matters  to  her  boss  and  coworkers.  A  switchboard 
operator  said,  "Appropriate  dress  and  good  grooming  will  reveal 
to  others  the  impression  you  have  of  yourself  and  will  invite 
their  confidence  and  respect."  Appearance  can  also  affect  one's 
work.  "If  a  woman  is  well  groomed,"  a  secretary  explained,  "she 
need  not  worry  about  her  appearance  and  can  concentrate  wholly 
on  her  work,  thereby  increasing  her  value  to  her  employer." 

Several  panelists  mentioned  that  a  woman  doesn't  need  to  be  a 
raving  beauty  to  look  presentable.  Appropriateness,  rather  than 
glamour,  is  the  criterion,  according  to  one  secretary.  "While  it  is 
not  necessary  that  an  office  woman  be  beautiful,  she  should  be  neat 
in  her  dress  and  well  groomed — her  makeup  and  hair  style  suitable 
for  an  office."  A  Kentucky  woman  added,  "My  pet  peeve  is  girls 
who  dress  as  though  they're  going  to  a  night  club  instead  of  an 
office." 

The  last  word  on  why  a  woman's  mirror  can  reflect  her  chances  for 
success  came  from  a  Texan:  "My  reason  for  listing  good  appearance 
and  good  manners  first  is  that  they  are  the  first  things  people  notice. 
If  you  do  not  pass  these  tests,  people  will  look  no  further,  and  your 
chances  of  ever  being  considered  for  the  more  rewarding  positions 
will  be  slim.  Therefore,  you  need  these  qualities  in  order  to  get 
your  foot  in  the  door  for  consideration." 


(or  thereabouts!) 
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The  most  important  thing  a  woman 


How  General  Telephone  Company  of 
California  Trains  Secretaries 

The  General  Telephone  Company  of  California, 
Santa  Monica,  is  giving  a  secretarial-development 
program  to  "broaden  the  level  of  interest  and  tech- 
nigues"  among  its  120  secretaries.  In  groups  of  12, 
the  women  attend  a  four-day  program  conducted  by 
Miss  Helen  Gores,  general  personnel  training  group. 

Mr.  Carl  Von  Hake,  director  of  personnel,  reported, 

'  'The  program  has  been  received  with  a  great  deal  of 
interest  and  enthusiasm  on  the  part  of  the  secretaries. 
Bosses  tell  iis  they  have  noticed  a  marked  improve¬ 
ment  in  the  performance  and  self-confidence  of  their 
secretaries  as  a  result  of  attending  the  program." 

Given  once  a  month,  the  program  mentions  tech¬ 
nical  skills  briefly,  concentrates  on  the  less  tangible 
abilities,  as  shown  in  the  agenda: 

Monday 

Welcome 

Introductions  and  Conference  Arrangements 
The  Secretary  as  a  Management  Representative 

1.  What  does  the  secretary  owe  to  her  boss  and 
to  other  management  people? 

2 .  W’hat  are  her  responsibilities  to  other  employees? 
lob  Planning  and  Organizing 

Tuesday 

Making  the  lob  Easier  and  More  Pleasant  for  the  Boss 

1.  What  are  some  of  the  things  you  do  for  your 
boss  before  he  asks  you  to  do  them? 

2.  How  can  a  secretary  learn  to  anticipate  her 
boss's  needs? 

3.  Why  is  a  secretary's  attitude  toward  her  job 
important  in  making  the  job  easier  and  more 
pleasant  for-  the  boss? 

The  Secretary  as  a  Leader — A  Secretary's  Authority 
Office  Etiguette  and  Reception  of  Callers 

Wednesday 

Effective  Use  of  the  Telephone 
1.  Technigues  in  handling  calls 
Understanding  the  Boss 
A  Secretary  Deals  With  People 

Thursday 

Effective  Use  of  the  Telephone 

1.  Developing  telephone  personality 
Opportunities  for  Advancement 
Self-Development 
Summary 


i  Secretarial  Development 

I  Evaluation  of  Telephone  Personality 

I 

1  Person  Calling  Person  Called 

j 

Satisfactory’^  Satisfactory'^ 
Yes  No  Yes  No 


Courtesy 

Expressed  Interest 

Apparent  Smceritv 

Spirit  of  Helpfulness 

Audibility 

Speed  of  Speech 

Choice  of  Word.s 
I 

I  Pitch 

I 

I 

!  Inflection 
I 

U _ _ _ 


Each  secretary  receives  a  copy  of  the  Complete 
Secretary's  Handbook  by  Doris  and  Miller,  and  book¬ 
lets  such  as  "Poise  for  the  Successful  Business  Girl" 
and  "The  Successful  Secretary."  Case  studies  of 
situations  a  secretary  may  encounter  are  read  and 
discussed.  To  improve  telephone  technigues,  a  tape 
recorder  and  teletrainer  are  used  for  practice  calls, 
which  are  played  back  for  discussion.  Films  shown 
include  "A  Manner  of  Speaking,"  "Office  Courtesy," 
or  "The  Clean  Look." 

Group  luncheons  are  scheduled  each  day  with  a 
company  executive  as  guest  speaker.  He  speaks  "off 
the  cuff"  on  the  gualities  he  looks  in  for  a  secretary 
and  answers  any  guestions  the  girls  may  have.  In 
addition,  the  conferences  pave  the  way  for  better 
understanding  between  departments. 

To  apply  what  they  have  learned,  the  secretaries 
prepare  individual  job  plans.  This  is  a  voluntary 
assignment,  but  the  response  has  been  excellent. 


What  Makes  a  Coworker  Ideal? 

There  are  many  ideal  coworkers  in  offices,  accord¬ 
ing  to  the  readers  who  entered  the  Bulletin  contest  on 
this  subject.  Letter  writers  had  definite  ideas  of  what 
makes  an  office  woman  easy  to  work  with. 

The  winning  entries  are  printed  on  the  next  page. 
Mrs.  Effie  Gogo  will  receive  a  copy  of  Techniques  for 
Efficient  Remembering  as  the  first  prize.  Runners-up 
are  Mrs.  Daphne  Valgora  and  Mrs.  Lorene  Babka. 
All  three  mentioned  proper  appearance  and  dress. 


the  expression  on  her  face  -  “Pow&iA 


Efficient,  Imaginative,  Cooperative 

I  am  fortunate  enough  to  have  an  ideal  coworker! 
There  are  two  of  us  in  the  stenographic  department, 
and  we  each  work  for  several  executives.  I  am  a 
senior  stenographer  with  many  years'  experience;  my 
coworker  is  a  junior  stenographer,  efficient,  imagina¬ 
tive,  cooperative,  and  very  eager  to  learn. 

She  asks  guestions  and  remembers  the  answers. 
She  learns  to  spell  and  to  use  new  words  almost  every 
day.  She  guestions  grammar  and  construction  in 
letters  dictated  to  her,  and  we  have  interesting  dis¬ 
cussions  from  which  we  both  benefit. 

She  is  courteous,  refined,  pleasant,  good-natured, 
sympathetic,  well  dressed,  well  groomed,  and,  above 
all,  has  a  sense  of  humor. 

She  doesn't  treat  me  like  an  old  fogy,  but  like  a 
friend,  and  is  grateful  for  any  help  I  am  able  to  give 
her.  She  freguently  asks  my  advice — and  often  takes  it. 

She  is  helpful  when  I  am  overloaded.  This  coopera¬ 
tion  works  two  ways,  and  I  help  her  as  much  as  I  can. 

Her  capabilities  and  personality  make  the  office  a 
happier  place,  and  through  our  cooperation,  we  both 
enjoy  our  work  and  the  sense  of  having  accomplished 
something  worthwhile  every  day. 

So,  here's  to  my  ideal  coworker  —  long  may  the 
partnership  last! 

Effie  Gogo 

Secretary  to  Vice  President  and 
General  Manager 

The  Scholl  Mfg.  Co.  Ltd. 

Toronto,  Canada 

"Mrs.  Do  As  You  Would  Be  Done  By” 

I  can  be  specific  about  the  ideal  coworker.  I  have 
one. 

Cheerful,  friendly,  interesting,  and  interested  in 
others,  she  is  always  busy,  but  somehow  has  time  to 
lend  a  helping  hand  if  necessary. 

Her  appearance  is  attractive;  her  clothes  are  of 
good  guality  and  well  kept,  yet  she  is  never  even 
slightly  overdressed.  She  is  unusually  fairminded. 
Though  it  is  her  responsibility  to  be  alert  to  anything 
which  will  benefit  her  employer's  business,  she  wisely 
evaluates  "pros  and  cons”  before  advocating  changes. 
She  knows  how  to  disagree  without  being  disagreeable . 

I  have  worked  many  years  and  find  that  anyone 
who  possesses  most  of  these  gualifications  is  a  good 
coworker.  A  "Mrs.  Do  As  You  Would  Be  Done  By,” 
possessing  them  all,  is  my  idea  of  the  ideal. 

-  Daphne  Valgora 
Secretary 

Western  Flavor-Seal  Company 
Omaha,  Nebraska 


Not  Goody-Goody,  but  Nice 

All  of  us  should  try  to  make  allowances  in  our 
dealings  with  others  and  accept  them  at  their  face 
value,  because  we  all  have  "feet  of  clay.”  Our  back¬ 
ground  often  makes  a  big  difference  in  our  attitudes 
toward  people,  but  in  maturing,  we  learn  that  being 
tolerant  and  understanding  helps  us  to  become  better 
citizens  of  our  workaday  world. 

Here  are  a  few  of  the  gualities  which  would  be 
helpful  in  making  up  an  ideal  coworker.  She  is  a 
person  who: 

1.  is  pleasant  and  friendly,  without  talking  for  hours 
or  prying; 

2.  is  even-tempered  and  has  a  sense  of  humor; 

3.  is  refined — in  a  human  sort  of  way,  not  goody- 
goody,  but  nice; 

4.  has  a  sense  of  responsibility  and  does  not  pro¬ 
crastinate  or  "pass  the  buck”; 

5.  is  understanding  and  considerate,  and  can  put 
herself  in  the  other  person's  shoes; 

6.  is  honest  and  sincere  in  all  her  dealings; 

7.  dresses  and  uses  makeup  conservatively. 

— Lorene  Babka 

Secretary  to  Personnel  Manager 
The  Geo.  Worthington  Company 
Cleveland,  Ohio 


FROM  NINE  TO  FIVE  By  Jo  Fischer 


”1  don’t  see  how  she  can  be  a  switchboard  operator. 
She’s  not  on  speaking  terms  with  anybody.” 


'"enue  Chicago 


her  progress  in  the  department,  said,  "You  would 
have  to  go  a  long  way  to  find  a  person  as  loyal  to  her 
department  and  to  her  company  as  Miss  Jankowski. 
She  is  efficient  and  pleasant  to  her  associates.  This  is 
one  person — along  with  many  others  in  our  depart¬ 
ment — who  is  a  real  asset  to  our  company." 

Of  course,  any  active  woman  has  outside  interests. 
During  the  winter,  Gertrude's  activities  include  ice 
skating,  reading,  and  bowling.  She  is  better  than 
many  women  bowlers,  holding  an  average  "in  the 
140's."  In  the  summer,  she  likes  to  hike  in  the  beau¬ 
tiful  Wisconsin  countryside — when  the  Milwaukee 
Braves  aren't  in  town,  for  she  is  an  avid  baseball  fan. 

Recently,  Gertrude  was  interviewed  by  the  editor 
of  A-C  Views,  a  company  publication,  concerning 
her  attitude  on  the  important  matter  of  getting  to 
work  on  time. 

Her  answer  was  interesting;  "It  takes  about  an  hour 
to  reach  the  office.  I'm  generally  here  about  7:50  a.m. 
Work  begins  at  8:15  a.m.  Because  I'm  an  early  riser 
-  at  5:45  a.m. — I  can  get  ready  for  work  and  eat 
breakfast  at  a  leisurely  pace. 

"It  seems  that  if  I  have  to  begin  the  day  in  a  rush, 
the  whole  day  is  a  mess  of  confusion,  and  everything 
goes  wrong." 

With  a  philosophy  like  this,  and  because  her  asso¬ 
ciates  think  so  highly  of  her,  Gertrude  Jankowski  de¬ 
serves  the  title  of  "Office  Woman  of  the  Month." 


Office  V^oman  of  the  Month 


The  Philosophy  of  an  Early  Bird 

Miss  Gertrude  Jankowski  is  a  payroll  clerk  for  the 
Allis-Chalmers  Mfg.  Co.  She  has  been  in  the  Works 
Accounting  Department  of  the  company  in  West  Allis, 
Wisconsin,  for  23  years.  Her  job  is  to  process  labor 
tickets  and  prepare  them  for  the  key-punch  depart¬ 
ment,  figuring  those  with  several  special  rates. 

Gertrude  was  graduated  from  Riverside  High 
School  in  Milwaukee,  where  she  took  the  commercial 
course.  Then  she  attended  Zipper's  Calculating 
School.  Shortly  after  finishing  her  course,  she  ac¬ 
cepted  her  first  position  with  Allis-Chalmers — that  of 
file  clerk. 

After  working  as  a  file  clerk  for  a  month  (she  refers 
to  this  as  a  training  period),  she  was  assigned  a  desk 
as  a  Comptometer  operator.  All  labor  tickets  were 
figured  by  the  "Comp"  operators  at  that  time.  Think¬ 
ing  back,  Gertrude  said  that  she  can  see  hov/  much 
more  efficient  the  new  machine  calculating  is  over 
the  old  method. 

Mr.  C.  W.  Fitzgerald,  assistant  works  comptroller, 
who  has  known  her  for  many  years  and  has  watched 


Share  Your  Pet  Shortcut  and  Win  $5 
Readers  are  always  interested  in  better  ways  to  do 
their  work,  and  many  women  have  devised  shortcuts 
to  do  more  in  less  time.  If  you  have  a  pet  method  that 
simplifies  your  job,  why  not  share  it  with  other  office 
workers  through  the  Bulletin?  We'll  pay  $5  for  each 
item  printed  in  future  issues. 

The  deadline  for  entries  is  October  15.  Just  de¬ 
scribe  the  shortcut  in  such  a  way  that  anyone  can 
use  it  by  following  your  directions.  Entries  should  not 
exceed  250  words.  Please  include  your  name,  com¬ 
pany  name  and  address,  and  your  job  title.  If  several 
readers  submit  the  same  idea,  the  one  with  the  earliest 
postmark  will  be  used. 
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